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Principle 

CLIA Regulations. Subpart K §493.1240-493.1249 Standard: Pre-analytic Systems 
 
Pre-analytic Systems includes all laboratory activities performed prior to the actual testing of the 
patient specimens. The components of the pre-analytic systems include test requisitions and 
specimen submission, handling and referral.    

Purpose 

The purpose of this standard operating procedure (SOP) is to ensure that all clinical diagnostic 
specimens submitted via courier are received at the Louisiana State Public Health Laboratories 
within acceptable temperature limits to ensure sample integrity. 
 
All clinical samples which are to be submitted to the Louisiana Office of Public Health Laboratory 
(OPH) should be collected in accordance to standard protocols specific to sample type(s) and 
test(s) requested. 
 
All clinical specimens shipped to state Public Health Laboratories should be packaged in 
approved transport containers. The refrigerated clinical sample coolers referred to in this 
document have been tested to ensure compliance with federal specimen shipping regulations. 
These coolers will be provided to all courier submitters upon their request. The frozen specimens 
should be submitted in appropriate Styrofoam shipping containers designed to be used for dry 
ice.  Shipping clinical samples in unapproved transport containers risks the clinical sample 
integrity thereby requiring the state public health laboratory to potentially reject the samples. 
 

Responsibilities 

Submitters are responsible for ensuring specimens shipped to the OPH Laboratory have been 
packaged and transported according the requirements in this Standard Operating Procedure 
(SOP). 
 
OPH Laboratory staff are responsible for accepting or rejecting specimens received into the 
laboratory based on adherence to laboratory requirements. 
 

Materials Required 

1. Materials (sent with each cooler): 
a. (2) Koolit® Bottles (9”x7.5”x1.5” white ice brick) 
b. (2) Uline 12” Bubble Wrap® Square S-5120 
c. (2) Com-Pac International™ Compartmental Bubble Pouch (6 Tube) BLP-1000  
d. (2) Fisherbrand® 3” Absorbent Square FSB-1006 
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e. (2) SPECI-GARD Specimen Biohazard Transport Bag UF95-610BIO 
 

2. Materials (submitter supplied, required for collection) 
a. Gloves 
b. Adhesive tape or rubber band 
c. Specimen collection devices specific for test requested 
d. Styrofoam cooler (recommended for dry ice shipments) 
e. Dry ice (for submitting frozen specimens) 

 

Equipment Required 

 LA DHH OPH Refrigerated Specimen Shipping Cooler 

 2-8° C Refrigerator 

 ≤ -20° C Freezer 
 

Special Safety Requirements 

 Use universal precautions when handling human blood and body fluids. 

 Put on personal protective equipment (PPE) before handling specimens. 
 

Specimen Information 

1. For specimen requirements for specific tests, refer to the Client Services Specimen 
Parameters Quick Reference Sheet regarding: 

 Specimen type and source  

 Specimen volume requirements 

 Acceptable collection containers 

 Specimen stability and storage requirements 
 
2. Follow manufacturer’s insert for specimen processing regarding centrifugation. 

 
3. General specimen guidance: 

a. Specimens received outside of the manufacturer’s recommended temperature range will 
not be accepted. 

b. Blood specimens received that are hemolyzed, lipemic, or icteric may be rejected 
depending on test-specific requirements.  

c. Blood specimens received with greater than ±10% volume from the fill line on the 
collection tube will not be accepted. 

4. For test-specific guidance refer to the OPH Laboratories Test Directory (formerly called the 
A – Z Test List). 

 
Note: When in doubt, always call the laboratory before sending the specimen.  
 
 

Procedure 
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Specimen Preparation 

1 Gloves should be worn during the packaging process due to possible exposure to 
infectious materials. 

2 Collect and prepare specimen for submission 

 Collect specimen in appropriate collection container for test 

 Collect appropriate volume for test 

 Label specimen appropriately 
o Two (2) unique patient identifiers, not including date of birth 
o Source, if required for test 
o Date and Time of Collection, if required for test 
o Avoid covering collection tube expiration date 
o When using barcodes confirm quality of print and alignment 

 Maintain specimen at specific assigned temperature range. 

3 Place each specimen tube into a separate compartment of the bubble wrap.  If 
specimen type does not fit in bubble wrap pocket, submit specimen in separate 
biohazard transport bag.  

4 When all 6 pockets are filled or the number of sample tubes is less than six and all 
samples have been placed into the individual pockets, fold the bubble wrap with the 
tubes facing inward and secure the bundle with adhesive tape or rubber band. 

5 Place specimens in leak proof specimen transport bag containing a 3” absorbent 
square. (Each absorbent square has the capacity to absorb up to 50ml of liquid. If the 
total volume of the specimens exceeds 50ml, use multiple bags.)  

6 Seal the top of the transport bag securely. 

7 Place corresponding manifest(s) or specimen submission form(s) into the outside pocket 
of the specimen transport bag. Or the lab request forms can be put into a separate leak 
proof bag. 

 
 
Refrigerated Specimen Packaging 

1 Place 1 frozen Koolit® ice brick into the bottom of an approved Office of Public Health 
refrigerated specimen transport cooler.  

2 Place barrier layer of bubble wrap on top of ice brick inside the transport cooler. 

3 Place all leak proof specimen transport bags containing lab request forms and 
specimens on top of the bubble wrap inside of the transport cooler. 

4 Place barrier layer of bubble wrap on top of specimens inside the transport cooler. 

5 Place 1 frozen Koolit® ice brick on top of the top layer of bubble wrap inside of the 
transport cooler and close the lid of the cooler.  If the lid does not close, transfer some of 
the specimens to another transport cooler and package in the same manner.  If 
submitting CT/GC specimens, the top Koolit® ice brick can be removed. Refer to OPH 
Laboratories Packaging and Shipping Guidance. 

6 Secure the lid of the cooler using adhesive packing tape attached to the lid and at least 
one side of the cooler.  

7 Proceed to the specimen shipping procedure. 

 
 



 

CLIA 

 

Office of Public Health Laboratory Section or Department: 

General Laboratory 

 

Doc. #:  
CLI.GEN.SOP.006 

Title:  
Clinical Specimen Transport via 

Courier 

Release Date: 
4/3/2018 

Version 2 Page #: 
4 of 12 

 

bpwts-lims-1\QA\BTR\CLIA DOCUMENT CONTROL\MASTER SOPS\General Laboratory\CLI.GEN.SOP.006 V2 - Clinical 

Specimen Transport via Courier.docx 

Alternate Refrigerated Specimen Packaging  
(Only if consistently having specimens rejected by lab for being <2.0°C) 

1 Place 1 refrigerated Koolit® ice brick into the bottom of an approved Office of Public 
Health refrigerated specimen transport cooler.  

2 Place barrier layer of bubble wrap on top of ice brick inside the transport cooler. 

3 Place all leak proof specimen transport bags containing lab request forms and 
specimens on top of the bubble wrap inside of the transport cooler. 

4 Place barrier layer of bubble wrap on top of specimens inside the transport cooler. 

5 Place 1 frozen Koolit® ice brick on top of the top layer of bubble wrap inside of the 
transport cooler and close the lid of the cooler.  If the lid does not close, transfer some of 
the specimens to another transport cooler and package in the same manner.  Refer to 
OPH Laboratories Packaging and Shipping Guidance. 

6 Secure the lid of the cooler using adhesive packing tape attached to the lid and at least 
one side of the cooler.  

7 Proceed to the specimen shipping procedure. 

 
Frozen Specimen Packaging 

1 Place ½ of an appropriate volume of dry into the bottom of Styrofoam cooler. If dry ice 
is in block form, break into smaller pieces. 

2 Place all leak proof specimen transport bags containing lab request forms and 
specimens on top of the dry ice inside of the Styrofoam cooler. 

3 Place remainder of dry ice on top of specimens 

4 Secure the lid of the cooler using adhesive packing tape around the entire package. 

5 Proceed to the specimen shipping procedure. 

 
Specimen Shipping 

1 Specimens should only be shipped by courier Monday through Thursday. Do not ship 
specimens on a Friday or the day before a state holiday. 

2 
 

Statewide waybills can be completed manually or electronically (Appendix A: Statewide 
Waybill Instructions electronic) 

3 For each specimen sample cooler that is to be shipped: 

 Complete a single transportation waybill  

 Place the waybill in the packing list envelope located on the top of the shipping 
cooler. If the shipping cooler does not have a packing list envelope attached to 
the top, place one securely on the top of the cooler. 

4 If your facility does not have a routine courier pickup, call Statewide to schedule one.  
1-800-899-1955 

   

Related Documents 

Client Services Specimen Parameter Quick Reference 
OPH Laboratories Test Directory 
OPH Laboratories Packaging and Shipping Guidance   
 

References 
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CLIA Regulations. Subpart K §493.1240 Pre-Analytic Systems 
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Appendix A.  Statewide Waybill Instructions electronic 

 

Website: statewidetransportation.com 

 

Enter User ID:  centrallab 

Enter Password: central 

Press LOGIN 
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Press ORDER and the ordering screen will open 
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Press FIND ORIGIN ADDRESS and a screen will appear asking for the first few characters of the 

address you wish to find. Type the first few characters of your address and press FIND ADDRESS. 

The address will be displayed. Press SELECT. This will auto fill the address field with your address. 

Press FIND DESTINATION ADDRESS and a screen will appear asking for the first few characters of the 

address you wish to find. Type LOU and press FIND ADDRESS for the Central Lab address. 

Press PARCELS. 
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Press ADD. If you have more than one parcel going to the same address, press ADD for every parcel. 

You can then close this screen. 

You do not need to worry about weight or type or billing. You also do not need to worry about a pickup 

date and time if you are printing the labels when you are ready to ship. 

Press CONTINUE 
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Select the DIRECT option for Order Type. Do not choose the RETURN option. RETURN is for Central 

Lab to send back empty coolers. 

Press FINISH 
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Print the waybills. You will get one for each parcel (ice chest) and one return (for the driver to sign) 

Note: Current address for the Central Lab is 1209 Leesville Avenue, Baton Rouge, LA 70802 

 

Repeat this process for however many shipments you need to log in. 
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Review and Revision History 

Date Version  Revisions Revised By Reviewed By Approved By 
Release 

Date 

3/1/2018 1 LO.PR.GEN.004 V3 Refrigerated Diagnostic Specimen 
Transport via Courier in the previous document 
control system.  Revised to update to meet changes 
in the laboratory-required criteria for packing 
samples, and acceptance criteria. 

Pam Garretson Danielle Haydel Errin Rider 03/02/2018 

3/28/2018 2 
Added section for Alternate Refrigerated Specimen 
Packaging Pam Garretson Danielle Haydel Errin Rider 04/03/2018 

       

              

       

              

       

       

              

              

              

       

              

              

              

       

              
 

 


